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LPC Profile Management - Login Step 1 

Web site URL http://www.lpc.ms.gov/
Click the Login button at the bottom of the menu to go to the login screen.

http://www.lpc.ms.gov/
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LPC Profile Management - Login Step 2

(1) Enter your email address and password. The email must be the email on file with the 
board. If you don't remember what email address that is, you can look it up on the (3) Licensee 
Search Page. 
(2) If you don't remember your password or this is your first time to login, click the I don't 
remember my password or have never logged in before link. 
You will then enter your email address and your password will be emailed to you. 

If this is your first time to login, you will be required to change your temporary password 
when you begin the login process.
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Renewal Process - Step 1

If you are eligible to renew online you see the items that you need to complete. 

You should complete the 3 steps below before beginning the renewal process
1. Upload picture (See upload Instructions)
2. Review and update your contact information on the General Registration tab (See Renewal 

Process - Step 2 screen shot below)
3. Enter CE hours (Click the Education Tab - See Renewal Process - Step 3 screen shot 

below)

Renewal Process - Step 2

About the middle of the screen is a row of tabs that contain groups of information. When you 
click on one of these tabs you will see your information for that area.

The tabs Complaints and Payments are informational only. 
The App Info tab is for new applicants.
The Online Payments tab allows you to pay certain fees online.
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Renewal Process - Step 3

On the Education tab, your education information entered through the online application 
process is displayed. You cannot update this information on this page. For Licensees prior to 
implementation of the online system, this information will not be included. For Licensees that 
applied online, contact the LPC Board if changes need to be made.

An important function on this tab is the reporting of your CEH. You may report your hours as you 
take activities or wait and report all hours at renewal time. To report hours, simply click the 
View/Update Current CE Hrs button (1). This will show only your CEH activities that apply to the 
current renewal period. To see a history of activities taken for previous renewals, click the CEH 
History button (2).

Just above the View/Update button you can see the hours required to renew and a summary of 
what you have reported (3).

Renewal Process - Step 4a

The activities that you have reported will display in the middle of the screen. At the bottom of the 
screen, you may enter new activities. Enter the information for the activity and click the ADD 
button (1). The activity will appear in the top list. If you make a mistake in entering an activity, 
click the word Remove (2) to the right of the entry and then reenter the activity. When you have 
finished entering activities, click the Return to Profile button (3). You may also upload (4) a copy 
of your
certificate. The file for the certificate may be either a pdf, jpg, gif, or jpeg. The file size must be 
less than 1 Mb. (For pdf files, please use the Reduce File Size menu option.)
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Renewal Process - Step 4b - selecting a date

To select a date in the calendar
1. Select the correct year from the year dropdown.
2. Select the correct month from the month dropdown.
3. Then click the day in the calendar for the month that is shown.

If you only need to go back a few months you can click the arrow to the left in the grey bar then 
click the day in the calendar of the month  that is shown.
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Renewal Process - Step 5

Once you have your CEHs reported, if you are an LPC-S and have not completed your annual 
Supervisee Update Form you will see the button as shown below. If you do not have any 
supervisees you will skip this and the next thing you will see is Step 7 and the Renew License 
button. 

Renewal Process - Step 6

When you click the Supervisee Update Form button, you will be taken to the form below. 
Complete the form one supervisee at a time. Enter the information for the supervisee and click 
update. Then move on to the next supervisee. In the Instructions paragraph are examples of 
status statements. Please include as many details as possible.

Once you have completed the input for each supervisee then you must click the Attestation 
check box to submit the form.
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Note: if you do NOT want to renew your BQS license you may click the DO NOT renew check 
box. This will remove your renewal fee from the shopping cart.



Page 9

Renewal Process - Step 7

Once you have entered and met the CE Hours requirements and uploaded your picture the 
Renew License button will appear.

Renewal Process - Step 8a

When you click the Renew License button you will be taken to the Renewal Form. 
1. You must check Yes or No to question #1. If you check Yes then you are required to enter 

your new name. Refer to Rules and Regulations if you have legally changed name.
2. You must check Yes or No to question #6
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Renewal Process - Step 8b

You must check Yes or No on Questions #12 - #23. If you check Yes you will need to provide an 
explanation for the Yes.
You must then check the Statement of Understanding check box and click the Save and 
Continue button.
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Renewal Process - Step 9

Background checks must be done every 6 years. If you are required to complete a background 
check during the current renewal period, you will be prompted to answer additional questions 
to request processing card and remit Background Check Processing Fee of $50 through the 
payment window. The Board will mail you detailed instructions along with a customized card for 
you to submit to Mississippi Criminal Information Center. (MCIC)This fee is paid at the same 
time the renewal fee is remitted. Fingerprint cards cannot be requested outside of completion 
of renewal.

Renewal will be processed when all other steps are complete; however, if your background 
check is not received in the Board office by September 30, of your renewal year, your license 
status will revert to Lapsed, and you will not be licensed to practice in Mississippi.

Renewal Process - Step 10

When you complete the renewal form, you will be taken to the shopping cart. Check the 
licensee renewal amount.  If your license has been issued for more than 6 years the 
Fingerprint Card Fee will be checked. Click Next to continue to the online payment
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Renewal Process - Step 11

You will then see the screen that notifies you that you will be taken to the online payment 
system and that a convenience fee will be added.
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Renewal Process - Step 12

This is the first screen of the online payment system.
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Renewal Process - Step 13

When you complete you payment you will be brought back to the Receipt Screen which you can 
print for your receipt. 
(This is not the actual renewal receipt screen)
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